DEFINITIONS OF BUDGET CLASSIFICATIONS

1. Personal Services
Personal service is the direct labor of persons in the employment of the library and all
related employee benefits.

Salary of Librarian - Compensation of the head librarian

Salary of Assistants - Compensation of all assistant librarians, either part or full-time
employees, including clerks and pages

Salary of Treasurer - Compensation of treasurer when so established by board
resolution. This person can be a library board member and cannot be the library
director.

Wages of Janitors - Compensation of regular employed janitors. If a firm is hired to do
the custodian and maintenance work, the cost would come from either professional
services or services, repair and maintenance.

Employee Benefits - Would include only the employer’s or library’s share of the cost of
health insurance, life insurance, retirement and social security payments made to the
Public Employees’ Retirement Fund and other approved retirement plans. The
employee’s share is handled through the payroll deduction columns on the Financial
and Appropriation Record and, therefore, requires no appropriation.

Other Compensation - Include fees paid for special counsel, legal service, surveys,
expert and other services rendered of which the employment is temporary or on a part-
time basis and social security, federal taxes, state taxes, and county taxes are withheld.

2. Supplies

Supplies include commodities which, after use, are either entirely consumed or show a
definite impairment of their physical condition and rapid depreciation after use for a
short period of time.

Office Supplies - All articles necessary to the proper operation of an office, other than
equipment. Examples of office supplies are: prescribed forms and records, letterheads,
envelopes, printer cartridges, paper clips, pencils, scotch tape, stencils, calculator tape
and stationery.

Operating Supplies - Supplies used in cleaning, fuel, oil, bottled gas, lubricants, etc.

Repair and Maintenance Supplies - Materials used in repairing buildings, paint, motor
vehicle repair supplies, repair parts, plumbing and electrical supplies, etc.




Other Supplies - Children’s programming craft supplies and any other type of
consumable product used by the library staff in the daily operation of the library and
library programs. This would now include food and other emergency supplies needed
to house people at the library in case of a Code Red Homeland Security Alert.

3. Other Services and Charges

This classification includes all services performed for the library, under express or
implied contract, by other than employees of the library. Also included are all
expenditures for insurance, premiums on official surety bonds of the designated
treasurer or other employees, licenses, refunds, awards, indemnities, rents, tax
assessments, dues to organizations, subscriptions to a service, and all other charges of
a similar nature. (Subscriptions to magazines, newspapers, and periodicals should be
charged to “Capital Outlays”.)

Professional Services - Services provided by professionals to the library, such as
architectural services, legal services, accounting services, consulting services, INSPIRE
Database cost, etc.

Communication and Transportation - Include costs of freight and express (when such
expenses cannot be charged as part of the original cost of the commodity), postage,
telephone and Internet transport costs, traveling expenses, professional meetings.

Printing and Advertising - Charges for advertising and publication of notices in
newspapers and periodicals, expenditures for photographing and blueprinting and
expenditures for printing other than office supplies. Printing of stationery, forms and
other office supplies is chargeable to Account No. 2, Office Supplies.

Insurance - Includes expenditures on all types of insurance policies purchased by the
library, the purpose of which is to purchase a guarantee of indemnity for injury or loss of
property. Annual premiums on official surety bonds are also charged to this account.

Utility Services - Includes charges for heat, light, power and water furnished by public
utilities. (Also, if applicable, sewage services furnished by a public utility would be
charged under this caption.) Fuel, oil, and bottled gas used for heating should be
charged to Account No. 2, Operating Supplies.

Repairs and Maintenance - All expenditures of a contractual nature for repairs of
buildings, structures and equipment, except extensive repairs which would constitute
additions or betterments to properties. If repair is performed by regular employees of the
library, labor should be included under Services Personal and repair parts and materials
should be charged to Account No. 2, Repair and Maintenance Supplies.

Rents - All expenditures for the use of properties not owned by the library, such as,
temporary or emergency office rooms, store rooms, post office tax, safety deposit box,
rental of equipment, etc.



Debt Service - Expenditures for the reduction of the principal of the library’s general
obligation bonds and the interest on such bonds. This budget item is usually listed on a
separate set of budget forms in a fund especially for budgeting the amortization
schedule the library has to follow for payment of bonds sold for a construction project.
This item is listed on the operating budget only if it is to be paid out of the operating
budget.

Lease Rental - Expenditures for the reduction of the principal of the bonds for the lease
rental fund and the interest on such bonds. This budget item is usually listed on a
separate set of budget forms in a fund especially for budgeting the amortization
schedule the library has to follow for payment of bonds sold for a construction project.
This item is listed on the operating budget only if it is to be paid out of the operating
budget.

Other - All expenditures for memberships (in the name of the library, not individual) in
state and national associations of a civic, education, professional, or governmental
nature that have as their purpose the betterment and improvement of library operations.
Also, interest on temporary loans; taxes and assessments for streets, sidewalks,
sewers, and similar improvements; transfer to Library Improvement Reserve Fund; and
all other services not included in other classifications, such as trash collection and
laundry services.

4. Capital Outlays
Capital Outlays include all outlays which result in the acquisition of or additions to fixed
assets.

Land - All land owned by the library.
Buildings - All permanent buildings owned by the library.

Improvements Other Than Buildings - All other improvements to land owned by the
library.

Furniture and Equipment - Consists of machinery, implements, tools, furniture, motor
vehicles, computer, servers, typewriters, calculators, microfilm readers, copying
machines, projectors, and other equipment that may be used repeatedly without
material impairment of its physical condition and which have a calculable period of
service.

Other Capital Outlays - This classification includes all expenditures for books,
periodicals, newspapers, audiovisual materials, software, and database subscriptions
used for educational purposes and similar items or materials used as basic material
furnished by a library.
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